
1. Click on Create an Account. If you have created an account in the past and 
have forgotten your login details, you can click on the “Forgot password?” link 
to reset your password. Your password for the site will be sent to the email 
that you provided when you first created your account.   

  
2. You will need to complete the form with the required fields marked with an 
asterisk (*).  

 
 

3. Take note that the bottom portion will ask for an Occupation.  
a) For those in Group 1 (patient-facing health care workers), choose the 

occupation/category that best describes your role. If you cannot find 
any occupations that describe what you do, select ”HealthWorker w 
Patient Care.”  



b) For those in Group 2 (Adults age 65 and older), please choose “Group 
2>=65 yrs old”.  

4. Once you have completed your registration, you can click on the “Click here 
to proceed” link.  

 
5. Follow the scheduling wizard.   
 
6. Read the instructions posted at the top and on the right side of this page as 
information gets updated regularly.  
 

7. When you log in and see the "Appointment Locator" section on the left side 
of the screen, click the first box under “Select Service.”  



a) When you see the box drop-down, click "COVID-19 Vaccine Dose #1"  

 

8. The page will reload and you will see the other box remaining under “Select 
Clinic.” Click the box.   

a) When the box drops down, please select the menu 
option listed “Vaccine Clinic.”  



  

9. The page will reload again, showing the final box to click -- a black box 
listed "Find Open Time Slots" click the box.  

  

10. The page will load and display the available appointments down the middle 
of the screen.  



a) Select an appointment if there are currently any displayed.  

 

11. On the right side of the box, you will see a gray box listed “Book Time”  
a) Click the “Book Time” box and proceed  

 

12. After you select the available appointment time, follow the instructions to 
finalize your appointment.  

a) NOTE: if you select an appointment an see an error message stating 
that the appointment is “no longer available,” that means that other 
users have selected the appointment. You should search for a later 
appointment date/time.   

 

13. Finalize your appointment (more information on next page). 



a. Take note of instructions for the location for your appointment as 
this may change.  

a) In the box under “E-mail Confirmations and Reminders,” you can 
enter your email address to get an email confirmation of the 
appointment.  

b) You have the option to sign up for a text (SMS) reminder. Enter your 
phone number in the same format that is shown in the example to 
the right.  

c) If you do NOT want text (SMS) reminders, you must select the option 
saying “do not send”  

 

 

 

 
 
  



14. MAKE SURE THAT YOU CLICK THE BLACK “Finalize Appointment” 
BUTTON AT THE BOTTOM OF THE SCREEN. If you do not click the button, 
your appointment will NOT be scheduled.    

 

15. When you finalize the appointment, the page will load to show the green 
confirmation screen.   

 

a) Scroll down toward the bottom of the green confirmation box to see 
your confirmation number. This is a 7-digit number.  

b) You will also see an option to print your confirmation, if you would 
like. A printed confirmation page is NOT required.  

  


